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When a request for time off is approved, the time is added to the employee’s timecard and schedule.  If the 

request is later cancelled, the Manager must approve the cancellation and restore the original schedule, 

particularly if the request was for a partial day. 

Cancel Time Off Request and Restore Schedule from Schedule Editor 

An alert is received for the cancellation of a time off request.  Select Related Items>Schedule Editor.  

Note:  the request cancellation can be approved by selecting the alert icon and opening the Manager My 

Requests page.  However, the schedule must then be corrected from the Schedule Editor. 

From Schedule Editor, select the correct time period from the Time Period drop-down.  Open the 

Requests tab at the bottom of the page.   

Choose Time Off Requests from the Request For drop-down, then the Reload button.  Any time off 

requests for the selected time period will display. 

Highlight the row with the cancelled request and right-click.  Select Cancel Approved from the menu that 

displays.   

5 The message below displays.  Select Yes to restore the schedule. 

6 The original schedule has now been restored.  Save the page. 
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Once the employee has submitted a cancellation for a time off request, the cancellation may also be approved 

from the Manage My Requests widget.  

Cancel Time Off Request and Restore Schedule from Manage My Requests 

Highlight the row with the cancelled request. 

Select the appropriate time period. 1 

2 

Select the Cancel Approved button.  The window below displays. 3 

Select the Restore Schedule check box to restore the employee’s original schedule. 4 

Click the Approve button. 

The request will now be removed from the employees timecard and schedule. 

In addition, the employee’s original schedule will be restored. 
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